JOB AID

AWARD ACTION SAMPLE

HR ASSISTANT

1. HR Assistant initiates AWARD action input sheet.

DHESMATIONAL INSTITUTES OF HEALTH

0 ? Office of
/ Human Resources

Pzriners in Science

HRAIRep Checks (EHRP) Request

TRANSACTION INFORMATION * Required fields

WITS # AO's Email Address* Action Type* Date Recv'd in HR* Date Entered

52031 sloansugmail.nih.goy Aavard |} 01114720045 011 4/2005 9:59:56

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

HMNAM A O OHR 0152372005

Priornity

HR assistan ETEDEITINA| HR Speciaist:

Date Initiated /Sent Date Initiated/Sent

Date Returned to 10 _ Date Returned to 10 _

CURRENTEMPLOYEE/POSITION INFORMATION
Employee ID First Name Mi Last Name

Position Title Pay Plan Series G rade Step Pay Band Pay Cluster

Human Resources Assistant m 0203 m m

| =4
COESLDDN T DT 987654321 Job Code 012345 CAN gagaeeas
TK Number 11111 Base Salary aoooo Total Salary EELINN
Cortfcae Tyve vics I

NEW POSITION INFORMATIO NiCornplete for any action where the Position Title, Series or Grade has changed, e.g. Career Change)

sto < New Pay New New New New Pay MNew Pay
New Position Title
Plan Series Grade Step Band Cluster

nomoer | R | ]
Number New Job Code New CAN

ORIENTATION INFORMATION
. CSD Orientation

Fingerprints _ .

Required ‘ Orier on Location

Orientation Contact
Phone Number

Hire Type

COMMENTS

Comments/Status




2. HR Assistant selects “Submit to Subprocess” and clicks on Eﬂ’ to end the “Initiate
Action” process and retrieve the “Awards” input sheet.

ISuI:umiI: ko Subprocess j Q{b
I

An automatic email notice that the Award action has been received in HR is sent to

the addressee(s) shown in the AO’s Email Address field of the input sheet, for
example:

B WiTS - Receipt of Action - Award - Message (HTML) - | = |1|

File Edit Wew Insert Format  Tools  Actions  Help

&PReply | S8Reply to &l | iy Forward | = B3 | 4 | ¥ & (25 Kl - A n@l

& snaalt &' | window - H

From: Sloan, Susan {NIHfOD) Sent:  Fri 1/14/2005 10:08 AM
kfo Sloan, Susan {NIHfOD)

o} Sloan, Susan {NIHODY; Sloan, Susan (WIHOD)

Subject: WTS - Receipt of Action - Award

[~
Your action #52031, HMNAM4, OM OHE, for Samimie Jakes has been received in the Human Resources Office. Tou will be notified £ additional mformation is
needed to proceed. Tou will also be notified when the action has been completed.

IFyou'd like more mformation on the Worldflow mformation Tracking Systems (WiT3), please refer to the Office of Human Eesource's e-HE web site at:
hitpfebr. od mh gowiwits/default htm.

3. HR Assistant receives e-mail or WiTS pop-up window notification that a new
workitem has been received.

L BizFlow Motify i ]

(@@ Mew wWarkltem has arnved|

Process iz Awmards Process
Buctivity iz HEwA Processzes Award
Iritiator iz Sloan
Title iz HR S pecialist
Organizational Lnit iz Team B

| Index: 2 | Total: 2

O | M| | % | & x




4. HR Assistant opens Award action to retrieve and complete the “Awards” section that
has been added at the bottom of the Initiating Action input sheet.

DHHS/NATIDNAL INSTITUTES OF HEALTH

0 Office of
ﬁ Human Resources

Parinars in Science

HRA Processes Award

TRANSACTION INFORMATION * Required fields
WATS # AO's Email Address* Action Type* Date Recv'd in HR*  Date Entered

strative Code* Institute/Center Organization Initials Proposed Effective Date*

o OHR 01/23r2005

HRAssistant'  ETEIOCICCUNNNE| HR speciaist TS| [sioan. Susan <]
Date Initiated Sent paemiiaedsent [[NNEGNGE
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Name Last Mame

Mi

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Human Resources Assistant m 0203 m m

Position Number [REEFREXE)] Job Code 012345 CAN 28888888
TK Number 11111 Base Salary 20000 Total Salary [EENI
cortmcate Tyve [N Vice I

NEW POSITION INFORMATION Cormplete for any action where the Position Title, Series or Grade has changed, e g Career Change.)

sgi - New Pay MNew New New New Pay New Pay
New Position Title
Plan Series Grade Step Band Cluster

New Position

ORIENTATION INFORMATION
CSD Orientation Orientation Contact

Orientation Contact Phone Number

Fingerprints - - -
Required m Orientation L ocation _
COMMENTS

Comments/Status

AWARDS
Award Type* Special Act or Service Award Amount* 2500.00

Justification® Developed new HR widaet Nominating IC* QDVMIH
Individual/Group * Individual j Award Period Start Date* 081 0r2004

G roup Recipients Award Period End Date* 120152004

5. HR Assistant selects “Submit to Specialist” and clicks on & to forward Award
action to HR Specialist for review.

ISuI:umit ko Specialist j C&
]



HR SPECIALIST

6. HR Specialist receives e-mail or WiTS pop-up notification of new workitem.

7. HR Specialist opens and reviews the WiTS Award action in conjunction with the
approved award nomination form/documentation.

DHHS/NATIONAL INSTITUTES OF HEALTH

Oﬁ Office of
ﬁ Human Resources

Pariners in Science

HRS Reviews Award

TRANSACTION INFORMATION * Required fields

Action Type* Date Recv'd in HR* Date Entered
onvard = |} 0101 452008 0141472005 9:59:56

Administrative Code* Institute/Center Organization Initials Proposed Effective Date*

Priority
Medium
HR Assistant* ECECTIIE| HR speciaist* Sioan, Susan |
Date Initiated /'Sent Date Initiated/Sent _
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Name Mi L ast Name
55555555 Sarmmie Jakes

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

fos -

Position Number Job Code CAN
TK Number Base Salary Total Salary
cortitca Tyve (NS Vice I

NEW POSITION INFORMATION i orrplete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

st " New Pay New New New New Pay New Pay
New Position Title
Plan Series Grade Step Band Cluster

New Position

Number I oo coce I ewcan

New TK Number New Base Salary New T otal Salary

ORIENTATION INFORMATION

Orientation

CSD Orientation
Contact Phone Number

Fingerprints
Required

COMMENTS

Orientation Location

Comments/Status

AWARDS

Award Type* Special Act or Service Award Amount* 2500.00

Justification* Developed new HR widoet Nominating IC* QDIH
Individual/Group * Individual LI Award Period Start Date* 081 0r2004
Group Recipients Award Period End Date* 12f01r2004

8. HR Specialist selects “Send to SPA” and clicks on C{S to forward Award action to
the SPA.

|send to sPa | =l &



SPA
9. SPA receives e-mail or WiTS pop-up notification of new workitem.

10. SPA reviews pages 1 and 2 and enters the Effective Date on page 3 of the Award
input sheet.

On Page 1 130 SPA reviews Transaction Information and Current
Employee/ Position Information sections of the Awards input sheet.

DHHSMATIONAL INSTITUTES OF HEALTH

0 ? Office of
/ ITuman Resources

Farners in Science

SPA Processes/Sets Effective Date

TRANSACTION INFORMATION * Required fields

TS # AO’s Email Address* Action Type* Date Recv'd in HR* Date Entered
52031 sloansug@mail.nih.goy 01/1 442005 011 4£2005 9:59:56

Administrative Code* Institute/Center ganizati itiz Proposed Effective Date*

HMAMA 01/2372005

Priority

HR Assistant'  ETCDCIEEUNNN| HR Specialist* [sioan, Susan <]
Date Initiated Sent Date Initi ated/Sent
Date Returned to 10 _ Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION
L ast Name

Employee ID First Name Mi
(ssossss |
Paosition Title Pay Plan Series Grade Step Pay Band Pay Cluster

Human Resources Assistant m 0203
Position Number [EERIEEEY Job Code 012345 CAN 28888888
TK Number 11111 Base Salary 30000 Total Salary [EELI
cenincate Tyve (NN vice —

NEW POSITION INFORMATIO N iComplete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

P < New Pay New New New New Pay New Pay
NI U Plan Series Grade Step Band Cluster

Number New Job Code New CAN

New TK Number MNew B ase Salary _ New Total Salary

ORIENTATION INFORMATION

. CSD Orientation Orientation Contact _
T Contact Phone Number
Required 1 Orientation L ocation

COMMENTS

Comments/Status

CLASSIFICATION
Standard QC PD Position Audited
Pos Audit Start Date Pos. Audit Type
Pos. Audit End Date Date Class Started

Ledle

Date of Class. Allocation Date Class Completed

Date Position Number Reqst'd Date Job Code Requested

Date Position Number Rec'd Date Job Code Received




On Page 2 4230 __ SpA reviews Awards section of the Awards input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

? Office of
0 / IIuman Resources

Fartners in Sclence

RECRUIT AND SELECTION

Advertise Jobh*

Ann Number

Date Ann Opened

Date Ann Closed
Multidisciplinary Pos.

# of Positions Advertised
Date to Select, Official
Selection Date

Date Selection Rec'd in HR
Type of Selection
Selection Type

Joh Offer Date

Job Offer Response Date
SF-75 Info Required
Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd
NTE Date

Date Pre-Recruit Form Sent

AWARDS

Award Type
Justification
Individual/Group

Group Recipients

CAREER CHANGE

Special Act or Service

Developed new HR widget

Individual

[

Career Change Type m Reason for Change

Other Reason

RESIGNATION

Date of Resignation

Reason for
Resignation

F ederal Benefits

RETURN TO DUTY

Type of Separation Date to ER Office

Readvertise Joh

DEU Cert Number

Date DEU Cert Reqst'd
DEU Request Number
Date DEU Cert Issued

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellation Date
Cancellation Date

Date QH Cert Issued

EOD Date

NIH 2028 Rex. for Travel
Date of HR Auth. of 2028
Date Pre-Recruit Form Rov'd
Special Saary Rate

Priority Placement

Award Amount

Nominating IC
Award Period Start Date

Award Period End Date

Career Change EOD

I .

Date Exit Survey

m Info Sent

Date

2500.00

ODVMIH

09102004

1210152004




On Page 3 b SPA enters Effective Date in SPA Action Processing section
of the Awards input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

OFH7

Amount of Increase
(dolar)

Total Conpensation
Above the Minimum
(ATIVI)
ATMApproved

]

Hew Retention
Bomus
Recruitment B onus
Amt

Relocation
Allowance Amt
Dateto HR Drector
D ate Retumexd From
HCC

Physician Special
Pay

PSP Start Date

Executive Position
Board Cert1

PSP Approval Date

PCA

Hew Physician Comp

Allowance
PCA Approved

PAY (including ATM, 3Rs, PSP and PCA

Office of
ITuman Resources

Fartners in Science

Amount of Increase
(percent)

Hew Total
Compensation

ATM Step
Date ATM Approved

Retention Bonus Amt

Retention Bonus
Approved
Recrnutment Bonus
Approved
Relocation Borus
Approved

Date Retumed From
HR Director

Scarce Specialty Amt
PSP Stop Date
Exceptiomal Quals

Board Cert 2

PCA Start Date

PCA Contract Length

PCA Approwval Date

CHANGE IN SCHEDULE/HOURS

Tour of Duty Old
Howrs per Pay Period
old
Date NewP osition
Humber Requested
LWOP

ER Related

LWOP NTE Date

| o1 o Dy New

LT | ¢ ccrol Benertts

SPA PROCESSING

Effective Date*

SPA PSP Start Date
SPA PCA Start Date

SPA Comments

012372005

Dateto SPT
Date Retumed
From SPT

Date ATM Initiated

Retention Bonus
HTE Date
Retention Bonus
Approval D ate
Recruitment Bonus
Approval D ate
Relocation Borus
Approval D ate

Date to NCC

Geo Location Pay
Length of S ervice
FT Status

PSP Approved

PCA Stop Date

PCA Annual Amt

Mission Specific
Allowance

[ -

Hew Position
Humber

SPA PSP Stop Date

SPA PCA Stop Date

11. SPA selects “Action Completed” and clicks on Eﬂ’ to complete the WiTS Award
action and moves it from the Active to the Archived bizcove.

||F'.|:I:i|:un Completed
]

1%



12. Completed action sends an automatic email to the addressee(s) shown in the AO’s
Email Address field of the input sheet.

"Afl'k-} i AO's Email Address*
5203 sloansu@mail.nih.goy

Sample email message....

B WiTS - Award Action Processed - Message {(HTML) _&] =l

 Fle Edit ‘iew Insert Format Tools Actions  Help
: CReply | @iReplyto Al | 3 Forward | & Ba [ | v B3 X [+ -9 - & IQJ!

tﬂ‘ Window - !

From: Sloan, Susan (MIH/OD) Sent:  Fri 1/14/2005 10:36 AM
Ta: Sloan, Susan (MIH/OD)
Ce: Sloan, Susan (MIH/ODY; Sloan, Susan (NIH/OD)

Subject:  WITS - Award Action Processed

Tour action #5203 1, HITAN, O OHR, has been processed m EHRP for Sammie Jakes, i the amount of 2500.00, The effective date 12 2005/01/23 6:00:00,



